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	1. Overview 

The Data Protection Commission (DPC) is an independent statutory body established under the Data Protection Act, 2012 (Act 843) to protect the privacy of individuals and regulate the processing of personal data in Ghana.
The Commission is committed to promoting transparency, accountability, good governance, and public access to information in accordance with the Right to Information Act, 2019 (Act 989).
This Right to Information Manual provides the public with information about the Commission, its mandate, functions, organizational structure, activities, records, and procedures for accessing information held by the Commission.
The Manual also outlines the responsibilities of the Commission and its Information Officer for receiving and processing information requests. The Commission shall ensure that personal data, confidential information, and other information protected by law are appropriately safeguarded.
The Manual is intended to serve as a guide for members of the public, stakeholders, institutions, and other interested people who wish to access information from the DPC.
 
1.1 Purpose of Manual – The purpose of the Right to Information Manual is to provide clear and accessible information on how members of the public can obtain information held by the DPC in accordance with the Right to Information Act, 2019 (Act 989). 

Directorates and Departments under DPC 
The DPC operates through various Directorates, Departments and Units responsible for carrying out its statutory, regulatory, administrative, and operational functions. 
VISION 
To be a world-class regulator for the protection and processing of personal data in Ghana and beyond.

MISSION 
DPC exists to regulate the processing and protection of the personal data of living individuals in Ghana.

	Directorates and Departments under DPC 

	1. Board
2. Executive Director
3. Internal Audit
4. Corporate Affairs & Customer Service
5. Legal
6. Regulatory & Compliance Department
· Compliance & Enforcement
· Renewal Unit
· Arrears Unit 
· Training and Accreditation Unit
· Registration Unit
· Regional Offices
7. Finance & Administration 
· Finance
· Policy, Planning, Research, Monitoring and Evaluation 
· HR/Admin
i. Procurement
ii. Facilities
iii. Transport


	Responsibilities of the Institution: 
· Receive, record, and process RTI applications in accordance with the Right to Information Act, 2019 (Act 989).
· Provide access to information held by the Commission, subject to applicable exemptions and legal restrictions.
· Designate an Information Officer responsible for managing RTI requests.
· Maintain accurate, accessible, and properly managed institutional records.
· Respond to RTI applications within the legally prescribed timeframes.
· Provide reasons where access to information is refused or restricted.
· Protect personal data, confidential information, and other legally exempt information.
· Assist applicants, where necessary, to clarify or properly identify information requested.
· Publish and maintain the Commission's RTI Information Manual and other information required by law.
· Facilitate reviews and appeals in accordance with the RTI Act.
· Promote transparency, accountability, and lawful access to public information.



2.1 	Description of Activities of each Directorate and Department 
	Directorate/Department 
	Responsibilities/Activities 

	Board
	The board is responsible for ensuring the proper and effective performance of the Commission's functions. 

Key Activities

· Provides governance and oversight of the Commission 
· Provides strategic direction 
· Oversees the Executive Director 
· Provides oversight of the Commission's administration 
· Ensures the Commission fulfils its regulatory mandate 


	Office of the Executive Director
	The Office of the Executive Director provides overall strategic, administrative, and operational leadership for DPC. The Office is responsible for ensuring that the Commission effectively fulfils its statutory mandate under the Data Protection Act, 2012 (Act 843), and other applicable laws and policies.


Key Activities
· Provides strategic leadership and direction for the Commission.
· Oversee the implementation of the Commission's policies, programmes and strategic plans.
· Coordinates the activities of Directorates, Departments and Units.
· Advises and supports the Governing Board on regulatory and administrative matters.
· Represents the Commission in engagements with government institutions, private sector organisations, development partners, and other stakeholders.
· Oversees the effective use of the Commission's human, financial, and material resources.
· Promotes institutional accountability, transparency, and good governance.
· Provides oversight of regulatory, compliance, registration, investigation and public education activities.
· Approves and monitors the implementation of administrative and operational decisions within the authority of the Office.
· Ensures effective reporting on the Commission's activities and performance.
· Promotes public confidence in data protection, privacy, and the work of the Commission.


	Legal Directorate/Department
	The Legal Directorate/Department provides legal advice and support to DPC in the discharge of its statutory and regulatory functions. It ensures that the Commission's activities, decisions, policies, contracts, and enforcement actions are consistent with applicable laws and regulations.
Key Activities
· Provides legal advice to the Commission, management, and various Directorates and Departments.
· Provides legal guidance on the interpretation and application of data protection and privacy laws.
· Reviews and prepares contracts, agreements, policies, guidelines, and other legal documents.
· Advises on regulatory and enforcement matters.
· Supports the Commission in handling legal disputes and court proceedings.
· Provides legal support for investigations and enforcement actions.
· Reviews complaints and matters requiring legal intervention.
· Advises on issues relating to confidentiality, privacy, personal data and information disclosure.
· Supports the development and review of regulations, policies and legal instruments relevant to data protection.
· Liaises with external legal practitioners, government institutions and other relevant bodies on legal matters.
· Ensures that the Commission's operations comply with applicable laws, regulations, and legal obligations.


	Regulatory &Compliance Directorate/Department
	The Regulatory &Compliance Directorate/Department is responsible for promoting, monitoring and supporting compliance with the Data Protection Act, 2012 (Act 843) and other applicable data protection requirements. The Directorate works with data controllers, data processors, and other stakeholders to encourage responsible and lawful processing of personal data.
Key Activities
· Monitors compliance with data protection laws, regulations, policies, and guidelines.
· Conducts compliance assessments, inspections and audits where applicable.
· Provides guidance and advice to data controllers and data processors on their data protection obligations.
· Promotes the implementation of appropriate technical and organisational measures for protecting personal data.
· Reviews and follow up on compliance-related reports and findings.
· Supports organisations in identifying and addressing data protection risks.
· Provides education and technical guidance on privacy and data protection compliance.
· Monitors the implementation of corrective actions following compliance assessments.
· Collaborates with other Directorates on investigations, complaints and enforcement matters.
· Develops and contributes to compliance guidelines, frameworks and awareness materials.
· Maintains relevant compliance records and reports.
· Supports the Commission's efforts to promote a culture of accountability and responsible data processing.


	Registration Unit

	The Registration Unit is responsible for administering the registration and related regulatory processes for data controllers and data processors in accordance with the Data Protection Act, 2012 (Act 843) and applicable regulations and procedures.
Key Activities
· Receives and processes applications for registration as data controllers and processors.
· Provides guidance to organisations on registration requirements and procedures.
· Reviews submitted registration applications and supporting documentation.
· Maintains and updates the Commission's register of registered data controllers and processors.
· Processes registration renewals, amendments and other changes to registration records.
· Communicates registration decisions and requirements to applicants.
· Monitors registration status and follows up on expired or outstanding registrations.
· Collaborates with the Compliance Directorate on registration and compliance matters.
· Provides information and support to applicants through the Commission's registration channels and systems.
· Maintains accurate records of registration activities and transactions.
· Produces registration statistics, reports, and other relevant information for management and regulatory purposes.
· Supports public awareness on the importance of registration and compliance with data protection requirements.


	Finance Department
	The Finance Department is responsible for managing the financial resources of DPC and ensuring that financial activities are carried out in accordance with applicable laws, policies, regulations, and approved procedures.
Key Activities
· Prepares and manages the Commission's annual budget.
· Manages the Commission's financial resources and expenditure.
· Processes payments, receipts, and other financial transactions.
· Maintains accurate and up-to-date financial records.
· Prepares periodic and annual financial reports.
· Monitors expenditure against approved budgets.
· Supports financial planning and resource allocation.
· Manages revenue collection and accounting for funds received by the Commission.
· Ensure compliance with applicable public financial management requirements.
· Provides financial advice to management and other Directorates and Departments.
· Supports internal and external audits of the Commission's financial activities.
· Maintains records of financial transactions, assets, and liabilities.
· Provides financial information required for management of decision-making and statutory reporting.


	Human Resource and Administration Department
	The Human Resource and Administration Department is responsible for managing the Commission's human resources and providing administrative support necessary for the effective and efficient operation of DPC.
Key Activities
· Develops and implements human resource policies, procedures, and programmes.
· Coordinates staff recruitment, placement, onboarding and separation processes.
· Maintains accurate and confidential employee records.
· Manages staff performance appraisal and development programmes.
· Identifies and coordinates staff training and capacity-building activities.
· Manage employee welfare, staff relations, and workplace support services.
· Provides advice to management and staff on human resource matters.
· Coordinates of leave, attendance and other staff administration processes.
· Supports organisational development and workforce planning.
· Manages general administrative services and office operations.
· Coordinates facilities, office supplies, logistics and maintenance services.
· Supports the preparation and implementation of administrative policies and procedures.
· Promotes staff discipline, professionalism, health, safety, and a positive working environment.
· Provides administrative support for meetings, official events, and institutional activities.
· Maintains relevant human resources and administrative records in accordance with applicable laws and policies.


	Procurement Unit
	The Procurement Department is responsible for coordinating and managing the procurement of goods, works, and services required by DPC. The Department ensures that procurement activities are conducted transparently, efficiently, and in accordance with applicable public procurement laws, regulations, and procedures.
Key Activities
· Develops and implements the Commission's annual procurement plans.
· Coordinates the procurement of goods, works and services required by the Commission.
· Prepares and processes procurement documents in accordance with approved procedures.
· Manages requests for quotations, tenders, and other procurement processes.
· Coordinates the evaluation of bids and procurement proposals.
· Supports the Procurement Committee in carrying out its functions.
· Maintains accurate records of procurement activities, contracts, and related documentation.
· Monitors the implementation and performance of procurement contracts.
· Liaises with suppliers, contractors and service providers on procurement matters.
· Promotes fairness, transparency, value for money, and accountability in procurement activities.
· Ensure compliance with applicable procurement laws, regulations and Commission policies.
· Provides procurement advice and guidance to Directorates, Departments and Units.
· Prepares procurement reports and other documents required for management and regulatory purposes.


	Tech & Ethics Department
	The Tech & Ethics Department is responsible for managing and supporting the Commission's information technology infrastructure, systems, and digital services. The Department ensures the availability, security, reliability, and effective use of technology in support of the Commission's operations and regulatory mandate.
Key Activities
· Manages and maintains the Commission's ICT infrastructure, systems, and networks.
· Provides technical support to staff and users of the Commission's information systems.
· Develops, implements and maintains digital platforms and applications.
· Supports the management and maintenance of the Commission's online registration and service platforms.
· Implements appropriate information security and cybersecurity measures.
· Supports the protection, backup, storage, and recovery of institutional information and electronic records.
· Monitors ICT systems for availability, performance, security, and reliability.
· Provides technical support for virtual meetings, digital events, and other technology-enabled activities.
· Manages user accounts, access controls, and system permissions.
· Supports the implementation of data protection and privacy measures within the Commission's ICT environment.
· Provides ICT advice and technical guidance to Directorates, Departments and Units.
· Coordinates software, hardware, network and technology-related services.
· Maintains ICT documentation, inventories and relevant technical records.
· Supports business continuity and disaster recovery arrangements for critical ICT systems.
· Promotes responsible and secure use of information technology within the Commission.


	Internal Audit Unit
	The Internal Audit Unit provides independent and objective assurance and advisory services to support effective governance, risk management, and internal control within DPC. The Unit helps promote accountability, efficiency, and compliance in the Commission's operations.
Key Activities
· Reviews the effectiveness of internal controls and risk management systems.
· Conducts audits of the Commission's financial and operational activities.
· Assesses compliance with applicable laws, policies, regulations, and procedures.
· Reviews financial transactions, records, and supporting documentation.
· Identifies operational, financial and compliance risks and recommends appropriate controls.
· Conducts follow-up audits to assess the implementation of audit recommendations.
· Prepares internal audit reports and submits findings and recommendations to management and the appropriate oversight body.
· Provides advisory support on internal controls, risk management, and governance matters.
· Reviews the efficiency and effectiveness of institutional processes and operations.
· Investigate or support the review of suspected irregularities where authorized.
· Monitors the implementation of approved audit recommendations.
· Maintains appropriate records of audit activities, findings, and recommendations.
· Collaborates with external auditors and relevant oversight institutions where necessary.
· Promotes accountability, transparency, integrity, and value for money in the use of Commission resources.


	Corporate Affairs Department
	The Corporate Affairs Department is responsible for managing the public image, corporate communications, and stakeholder engagement activities of DPC. The Unit ensures that accurate, timely, and consistent information about the Commission's mandate, programmes, activities and decisions is communicated to the public and relevant stakeholders.
Key Activities
· Develops and implements the Commission's communication and public relations strategies.
· Coordinates media relations and engagements with journalists and media organisations.
· Prepares press releases, statements, speeches, briefs and other official communication materials.
· Coordinates press conferences, media briefings and public events.
· Manages the Commission's corporate image, branding, and visual communication materials.
· Supports the management of the Commission's website and official social media communication.
· Disseminates information on the Commission's programmes, initiatives, policies, and activities.
· Responds to public and media enquiries in collaboration with relevant Directorates and Departments.
· Coordinates stakeholder communication and public engagement activities.
· Monitors media coverage and public perception of the Commission.
· Supports public education campaigns on data protection, privacy and responsible data handling.
· Maintains records of media engagements, publications, and communication activities.
· Provides communication support during major institutional events, announcements, and regulatory initiatives.







2.2    Data Protection Commission’s Organogram
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Classes and Types of Information
DPC holds various classes of information generated or received while performing its statutory, regulatory, administrative, and operational functions. The following are the principal classes of information in the custody of the Commission:
1. Corporate and Administrative Information
· Policies and procedures
· Strategic plans
· Annual reports
· Organisational records
· Official correspondence
· Minutes and administrative records
2. Registration Information
· Applications for registration
· Registration records and certificates
· Renewal and amendment records
· Correspondence with data controllers and processors
3. Regulatory and Compliance Information
· Compliance assessment reports
· Inspection records
· Compliance notices and correspondence
· Regulatory guidance and directives
· Corrective action records
4. Investigations and Enforcement Information
· Complaints and petitions
· Investigation reports
· Evidence and supporting documents
· Enforcement notices and decisions
· Records of corrective and enforcement actions
5. Financial Information
· Annual budgets
· Financial statements
· Revenue and expenditure records
· Payment and accounting records
· Audit reports
6. Procurement Information
· Procurement plans
· Tender and bidding documents
· Evaluation reports
· Contracts and purchase orders
· Supplier and contractor records
7. Human Resource Information
· Staff records
· Recruitment records
· Employment and personnel records
· Training and development records
· Staff performance and welfare records
8. ICT and Information Systems Information
· ICT policies and procedures
· System and network records
· Information security records
· Digital platform records
· ICT asset and support records
9. Public Education and Communications Information
· Public education materials
· Publications and brochures
· Press releases and statements
· Speeches and presentations
· Media and stakeholder engagement records
10. Research and Policy Information
· Research reports
· Policy documents
· Consultation documents
· Policy recommendations
11. Personal Data
· Information relating to employees
· Information relating to applicants and members of the public
· Complainant and respondent information
· Data controller and processor information
· Stakeholder and service-user information
12. Publicly Available Information
· Published reports
· Public notices
· Guidelines and policies
· Information on the Commission's mandate, functions and activities
Note: Access to the above classes of information shall be determined in accordance with the Right to Information Act, 2019 (Act 989), the Data Protection Act, 2012 (Act 843) and other applicable laws. Information containing personal, confidential, privileged, security-sensitive or otherwise exempt material may be withheld or appropriately redacted.



Processing and Decision on Application
The DPC shall process RTI applications in accordance with the Right to Information Act, 2019 (Act 989).
· The Information Officer receives records and reviews of the application.
· The applicant may be contacted for clarification where necessary.
· The requested information is assessed for availability and applicable exemptions.
· The relevant Directorate or Department assists in locating and reviewing the information.
· The Commission may grant, partially grant, transfer, or refuse access, as applicable.
· The applicant is informed of the decision and the manner of accessing the information.
· Where access is refused, reasons and applicable review or appeal procedures shall be provided.



Amendment of Personal Record
DPC shall ensure that personal records held by the institution are accurate, complete, and up to date.
· A person may request correction or amendment of inaccurate personal information by:
· Submitting a written request to the Commission.
· Providing details of the information to be corrected.
· Providing supporting documents where necessary.
· Allowing the Commission to verify the requested amendment.
The Commission shall review the request and, where appropriate, update the record in accordance with applicable data protection and information access laws.

How to Apply for an Amendment
A person seeking to amend or correct a personal record held by DPC shall:
· Submit a written request to the designated Information Officer.
· Clearly identify the record or personal information to be amended.
· State the correction required and the reason for the amendment.
· Provide relevant supporting documents where necessary.
· Provide valid contact details for communication.
The Commission shall review and verify the request and, where appropriate, amend the record in accordance with applicable law.

Fees and Charges for Access to Information
DPC shall process requests for information in accordance with the Right to Information Act, 2019 (Act 989) and applicable fees and charges.
· No fee shall be charged merely for submitting an RTI application.
· Where permitted by law, charges may apply for the reproduction, printing, photocopying, or other approved means of providing information.
· Any applicable fee shall be communicated to the applicant before the information is provided.
· Fees shall be applied fairly and transparently in accordance with approved rates.
· Applicants may be required to pay applicable charges before receiving copies of requested information.
No charge shall be imposed where the law provides free access to the information requested.
 
[
Reference No.: ……………………..
]
 
 
 
 
 
APPLICATION FOR ACCESS TO INFORMATION UNDER THE RIGHT TO 
INFORMATION ACT, 2019 (ACT 989)
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



	1.  
	Name of Applicant: 
	 

	2. 
	Date: 
	 

	3. 
	Public Institution: 
	 

	4. 
	Date of Birth: 
	 DD 
	MM 
	YYYY 

	5. 
	Type of Applicant:   
	 Individual            Organization/Institution   	 
	
	

	
	
	
	
	

	6. 
	TIN Number 
	 

	7. 
	If Represented, Name of Representative: 
	 

	7 (a). 
	Capacity of Representative: 
	 

	8. 
	Type of Identification:         
Voter’s ID 
                                         
	
	National ID 
Driver’s License  
	
	Card            
	
	Passport    

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	8 (a).  
	Id. No.: 
	 

	9.  
	Description of the Information being sought (specify the type and class of information including cover dates. Kindly fill multiple applications for multiple requests): 
 
 
 
 
 
 
 
 
 
 


Appendix A: Standard RTI Request Form

Appendix A: Standard RTI Request Form
	10. 
	Manner of Access: 
	
	 Inspection of Information 
Copy of Information  
Viewing / Listen  
Written Transcript 
Translated (specify language) 

	
	
	
 
 
	

	10 
(a). 
	Form of Access: 
	
	Hard copy                          Electronic 
	
	copy Braille      

	
	
	
	
	
	

	11. 
	Contact Details: 
	 

	
	
	
	Email 
Address__________________________________ 
Postal 
Address_________________________________ 
Tel: _________________________________________ 

	
	
	 
	

	
	
	
	

	
	
	 
	

	
	
	
	

	
	
	
	

	12. 
	Applicant’s signature/thumbprint: 
	 
 
 

	13.  
	Signature of Witness (where applicable)  
“This request was read to the applicant in the language the applicant understands, and the applicant appeared to have understood the content of the request.” 
	 
 
 
 
 


 
Appendix B: Contact Details of DPC’s Information Unit
6.Appendix B: Contact Details of DPC’s Information Unit 
 
Name of Information/ Designated Officer: 
 
 MS. PEARL GYEKYE
 
 
Telephone/ Mobile Number of Information Unit: 
 +233 256301360 
Emailpearl.gyekye@dpc.gov.gh
 
Postal Address of the Institution: 
DATA PROTECTION COMMISSION 
P.O.BOX CT 7195
CANTOMENT
 

GA-076-8230 
ADABRAKA-ACCRA 
 

image2.png
~
( PROCUREMENT
FACILITIES
TRANSPORT




image3.png




image4.png




image1.jpeg
*
DPC

GHANA

DATA PROTECTION
COMMISSION

Transparency, Trust, Transformation




